~~~~~~~ EVA TIPS AND LESSONS LEARNED

General eVA Tip — Make sure your browser has First & Third Party cookies
and sessions enabled!

Punchout Catalogs
Many [larger] suppliers have a “punchout” catalog which means you can select
items directly from their website through eVA. Click on the PUNCHOUT
category on the ‘Add Items’ Screen!
Searching
Saving searches for an item provided by multiple suppliers is a good way to
quickly access information at a later date. (Refer to the eMall Quick
Illustration Guide for search examples.)
Favorites
To earmark frequently purchased catalog items, use the ‘Add to Favorites’ link.
Non-Catalog ordering:
If ordering multiple NON-CATALOG items from the SAME supplier, create the
first item and use the COPY feature to duplicate the item. Make any necessary
changes. If this is NOT done on a supplier that was ADDED by you [not
selected], separate orders will be sent to that vendor.
Check your CONTACT information to ensure you have the correct ordering
location selected.
Copying Requisitions
If ordering the same items on a regular basis, simply COPY the prior
requisition and make necessary changes.
Purchase Card Orders
Insert a COMMENT on your requisition to alert the vendor that youre issuing a
Purchase Card Order. DO NOT include the purchase card number.
If you are buying ‘on behalf of another user and their name is not in the
workflow, ad-hoc that individual as an approver into the workflow.
IMPORTANT FIELDS! Remember the2“C’s !
Always enter the contract number in the contract field, if applicable
Always enter the CORRECT* commaodity description

* How else can the Commonwealth accurately monitor what is being procured?

Service Area

Always enter your OWN service area so your local vendors who registered for
that area will appear on your bid list.

Commodity Code Searching

Use your CTRL + F keys to pop a search window to help you quickly find your
commodity description.

Ad Hoc Vendors

Be sure to add these BEFORE deselecting any BASIC vendors




IMPORTANT! To find your supplier in the catalog area, they must have a
CATALOG. Otherwise, the registered supplier will appear in the NON-catalog
section ONLY.

= Explare Explore Catalo
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Searches
Catalogs
Folders — Optians”
Administrator
879,650 items found [Cick this link to apen a menu of search options| view By: [Categary =
4 :
| Contracts {18) PunchOut Catalogs (3}
} Mandatary (8) Optional (5) Ageney Specific (5) Bunchaut (3)
u Apparel and Luggage and Personal Care Products (213) Building and Construction and Maintenance Services (13)

Clothing (6) Fontwear (1) Luggage and handbags and packs and cases Building support and maintenance and repair services (13)
(164

Chemicals including Bio Chemicals and Gas Materials (7)
Additives (1) Colorants (6)

Cleaning Equipment and Supplies (3617}
Cleaning and janitorial supplies {756) Janitorial equipment (505) ‘Ywater
and wastewater treatrment supply and disposal (2356)

Commercial and Military and Private Vehicles and their Accessories and Communications and Computer Equipment and Peripherals and

Components (21) Components and Supplies (51956)
Motar vehicles {13) Transportation components and systems (7) Wehicle — Communications and computer supplies (573) Hardware and accessaries
bodiss and trailsrs (1) (51214) Software (169)

Suppose you clicked on the sub-category: Chemicals including........
The below screen appears. Notice the way the system narrowed your search to show
commodities in the chemical section only:

< Explore Explore Catalcg
Searches
Catalogs
Folders Search In: Entire Catalog > Chemicals including Bio Chemicals and Gas Materials
semmstrar Keywords: o | ttems decreasing Options*

5,338 items found Wi By ICatBQUW j‘

: Acids and their salts and esters (1) Additives (508}

= Non carbowylic acids and their salts (1) Antilosidants (2) Colloids (2 Indicators and Reagents (502)
Bio chemicals (3912} Carbon based chemicals and compounded chemicals {35)
Antibodies {8343 Cultures and fluids alcdhols (7)) Compounds (17)  Hydrocarbons (1) 5

{4y Enzymes {2

Colorants {71} Elements and gases (793)
Color compounds a_nd dispersions (71} Natiral and mixed éases (337) Mohle gaces (883  Mon metals and

Suppose you drilled down even further into one of these categories, clicking on
Additives:
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Faldare Bearch In: Entire Cataleg = Chemicels inchiding Big Chemicals ard Gas Mafersls = Additives

acministrator Fayworde: | Optiong
Vi By: | Categary ;I |Detais _!I

1
2 items fourd in: Chemicals including Bio Chemicals and Gas Materials > &dditives > Anti oxidants o Subfur

digxide
Sulfur dic=ide, liguified in cWirder, 150 Bs 3 $188.00000USD ¢ cylird add ko Cart
Supplier:  Blue Ridge Solwents & Costings Sulfur dicsdde. liquified in culi 7150  add to Favortes™

Suppliar Part #:  Sulfates Inarganic lbs per Cylndar, $1.12 p
Contract Typa: 2-Mandatory Contreck
contract & PF-32¢

Effactive Date:  Fn, 1 Agr, 2005
Cantract Link:

ETa [Dawel: 5 _~

Now add the first item to your shopping cart:



E o Titls
H icd Jtems
i
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Chect

Checkout
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Prbamrces T la Tea & Togqle Currency

PR1137226: Untitkd Raguaton
Itmims: 1 Tokal! $168 000000350

i Shopping Cart

B [EEamE] | Higs Cetais
Mo, Type 2 Solict Desooption oy Unit Frice Ampant

N M r Sulfur dicxide, liguified in cylndar, 160, @ cylinder $108.00000050 $168; 000OLED
Suppliar: Blue Rides Solvents & Coatings Sulfur chiceiide, quifisd i cybncsr, 150 b3 per Cylneer, §1,12
contact: Heory Ya, per paurd

Commadity Code: Ant cedants, Julfuc dioyids CRIGE 15014
Cortract Mumber: BE-324

Bil To; SEE COMMENTS

Smal Business: [

Minprity Crameed Busoess:;

‘Woman Cretend Busimzs; [

Total Cost: 168 .000AHLED

=t (il (i)

I Con't show this page again after scdding itemds xreset in preferences)

Suppose you want to add more items to your requisition. Click BACI!< TO CATALOG.

The system returns you to the SAME category from where you last came:
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Toggie Tips Tosipgle Currsincy

Explore Catalog

N n

Search Ini Enbire Cataleg ~ Chamices inchiding Big Chemicals ard Gas Matensls = hdditives
Faywords: | Options "

2 items found in: Chemicals including Bio Chemicals and Gas Materials > &dditives = anti oiidants = Subfur
dioslde

i liquified in cylirder, 150 bs 5 $1ed.000000SD ¢ cyfinder
Supplier:  Blues Ridge Solvents & Costings Sulfur diceide, liquified in cWlinder, 150 add to Favonbes™
Suppliar Part &  Sulfates Inarganic |bs per Cybndar, $1.12 par pound

Contract Typa:  2-Mandatory Contreck

Contract & PF-324

Effective Dated Fn, 1 sgr, 2005

Cantract Link: 3
ETa (Days): 8

To return to the MAIN catalog page, click the Entire Catalog link:
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Prefarences

FR113TE26: Untitkd Reguisibon
Itame: 1 Total: {169 00000050

H Add ltems
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T :Iw.,.__.____.__._..ML—’—L“M—L___

Qutinrs ™

WM i terme Found

view By: [Catagory =]  [oetais =]

2 Itams Tound in: Chemicals nclading Bio Chermicds and Gas Material > Addtivas = Anfl caidants = Gulfur dioxdoe

Euifur diciide. liguified rodar, 150 bs .. 7| fles.oonoouso S oyindar  [dddCart
Suppher:  Bls Fidge Solwents: & Cogtings Sudfur dicwide, liquified in cylinger, 150 be per
Supplier Part & Sulfates Irorganic Cylinder, $1.12 par pound
Conbrack Typa:  2-Mandatary Contract

Contract ¥ PF-32¢

Effactive Date:  Frl, 1 Agr, 2005

Contract brd: 1

ET4 [Days): &

Bod to Fayprite="




Suppose you were looking for latex gloves so you type ‘gloves’ in the keyword search

box. The system returns 3,306 items for gloves in various categories:

PR1137226: Untitled Req}ﬁé\tmn
Items: 1 Total: $168/00000USD

e

Shopping Cart

Add Title

Add Items

Add Accounting
Details

Checkout

Search Options ™

3,306 items found

Contracts (g)
Mandatory (5) Agency Specific (3)

Chemicals including Bio Chemicals and Gas Materials (6)
Elements and gases (&)

Communications and Computer Equipment and Peripherals
and Components and Supplies (28)
Communications and computer supplies {6) Hardware and

Create Non-Catalog Itern
view By: [Category =

Apparel and Luggage and Personal Care Products (25)
Clothing (10) Luggage and handbags and packs and
cases (15)

Cleaning Equipment and Supplies (254)
Cleaning and janitorial supplies (49) Water and
wastewater trestrent supply and disposal (208)

Defense and Law Enforcement and Security and Safety

Equipment and Supplies (2298}
Law enforcement (53) Personal safet

and protection

accessories {22

Distribution and Gonditioning Systems and Equipment and

(2245)

Earming and Fishing and Forestry and Wildlife

Components {4)

Fluid and gas distribution 1) Industrial filtering and purification

(3)

Machinery and Accessories (1)
Agricultural and forestry and landscape machinery and
equipment (1)

Including the word ‘latex’ in the original search would narrow your search to 649 items.
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To return to the Main catalog page, click the RESET button




Clicking the OPTIONS link brings up this menu:

Exact Phrase
Excluda wards

Additional

Minarity Ouned Business

mhopplnger TR Untited Reguton i

Toggle Currency

@itz 0 Tal: $0.mooousn Hazardous Product

| 1+ BT I Sl Business

wWorman Owned Business
E ancilien: B Add ltems Service Areas

Maxiraum Order

§ Contract Nurnber
E1 Detaks
) — gy B
Supplier FIN Wiew By: |Category =
- Commodity Code
& BPO,50F iname Tound
P-Card hout catalogs (3)
S Recycled Product haout (3)

Payrent Tarm

Create Non-Catalog Item

Hs lary (=) Sphs (5 ALene 1EC 151

: " R Supplier ing and Construction and Maintenance Services (13}
sagmared end Lugnane and Personsl Came Products (7131 Supplier Part # ng suppart and maintenance and repair services {13)
Clgthing (63 Fpotessar 1) |Lgpape sl hardbags and pecls sm  Manufacturer
[ITETRE Mfg. Part #

4 Price ning Equipment and Supplies (3617}
nmmwwm;h ETA (Days) ing and janitorial supplies {756) Janitorial equipment (505) Water
Arditivas Colarant=s [®] h Type Ko astewater treatment supply and disposal (2356) -

L
— ions and Gomputer and peripherals and
ustom n
Camumsrstal g Mlary eod alx ¥uhisEus ol thair Acceas . ponents and Supplies (51956)
Compuoents. (31 b R unications and computer supplies (573) Hardwars and sccessories
Wplgr yeicles (133 Transporizton componege ang spsiems (7 Vevs 14) Software (169}
=B Shaw all search optians
bodios ared Traigrs (]
e 4! Hide search options ibution and Conditioning Systems and Equipment and
Caslunom sond Rawr Enforcumest and Sucurty and Sofuty Equign Saved searches [ponents (82) )
5 m; I —— and gas distribution {11) Heating and ventilation and air circulation
Eire protecton (130 LEs anfecemery, {914) Lght WESoNs and Run Drugs & Phamaceutical | LDStal fltering and purification. (27)

aang Elusirums F=

cana)
Bedpinities s tebie arg Lilghen nen sng inwels 03 Conssmsr
(305 [amestic- sppawes (18]

Education Ynd Training Services (107)

aned Fing Art Surdcas
adwertking (1) Graphic cesign. (91 Ehoiogsnhic ssoocs

% Other. % and Pharmaceutical Products (31)
i g S i and C Centra nervous systerm drugs (3) Miscellanenus drug categaories (28)

alternative eucational systems (1) Educational facilities (78)

Eollutants

Elucirunic Sumpeeesnds okl Susmias (1)
Ecder snd fransinn snd semeconducior gevges (1]

Accessories (&)

@ and Fishing and Foresiry and Wik Sontesctng S

agricultural and forestry\and landscape machinery and equipment (6)
\

You can either select one option ‘at a time’ OR you may select ALL search options,

but you cannot select a number of options at the same time.



Suppose you selected the ‘Supplier’ search field and chose ‘Other..."” so you could
search for your supplier, “National Supply Company”
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Toggle Currency

Preferences Toggle Tips

=TT Choose Value for Supplier

select a value from the list or enter a value and search for it. You can also select a specific page from the pull-down list ar click an arrow to display the
prewious or next page.
How To Screen Details

Figld: Company [national

Company Action
BIOMOL Internationsl LP

BioSource International Inc.

IBM / International Business Machines

MNATIONAL ASSOCIATES, INC

MATIOMAL RUBBER FOOTWEAR, THNC,

MNATIONAL SUPPLY COMPaNY
MATIONAL WELDERS

Mational Murses Service, Inc.

Mational Plague Company
Phoenix International Ltd.

When selected--- the system “locks down” your searching capability to THAT
supplier, as denoted by the LOCK next to the field. (Notice the number of items
found: 50):

Shopping Cart T

PR1153909: Untitled Requisition

Items: 0 Total: $0.00000USD
Add Title

H Add ltems
Add Items
Add Accounting Add items to your requisition from the ca¥alog or from your favorites groups. You can also enter details for non-catalog items.
Details How To Screen Details

Checkout

! Keywords: Creats Hon-Catalog Item

Supplier:  [NATIONAL SUPPLY ... (50) =&
Options for type: KEYWORDS

Qptions ™

voltece: [
TYRE: 1]
opereTiON: [
operaTio: [
SIZE: |
kevworo: [

50 items found

49 items found in: Cleaning Equipment and Supplies > Janitorial equipment > Floor machines and accessaories > Floor polishers More items...

PRESSURE:
KEY¥WORDS:
MATERIAL:

Floor buffer, single speed 20in diameter brush, 1 ...

Supplier:  MATIONAL SUPPLY COMPANY

Supplier Part #: 00030

Contract Type:  2-Mandatory Contract

Contract #;  36501-50
Effective Date: Fri, 1 Oct, 2004
Contract Link:

ETA (Days): 14

Manufacturer Mame:  GEMERAL
P-Cards Accepted:  AMEX
Service Areas:  ALL

Floor buffer, single speed 20in diameter brush, 1.5hp, 175rpm.
General Model KC20 Y&, zones &, B, C, D, E

view By: [Category =] [Details =1

[Fl#553.06000USD / each

Add to Favorites”




If you wanted to find a particular BRUSH by this vendor, you could key ‘Brush’ in
the keyword search field. The system returns 27 items!

' Keywords:  [brush

Supplier:
Options for type: KEYWORDS

voltece: [
TYPE: 1
operaTion: [
operaTio: [
SIZE: 1

[naTIONAL SUPPLY ... (27) =]&

Options ™

PRESSURE: [ |
kevworos: [ |
maTERIAL: [ |
USE: |
SUE: |

Create Mon-Catalog Itern

KEYWORD:

27 items found

|Detai\5 =1

page [1 x| »

Show Results: |20 per page »|  view py: [Category «|

27 items found in: Cleaning Equipment and Supplies » Janitorial equipment = Flaor machines and accessories > Floor polishers
Eloor buffer, single speed 20in diameter brush, 1 ... $553.DEDDDUSD / each

Add to Cart

Supplier:  MATIOMAL SUPPLY COMPANY Floar buffer, single speed 20in diameter brush, 1.5hp, 175rpm add to Favorites ™
Supplier Part #: 00030 General Model KC20 Wa, zones &, B, C, D, E

Contract Type:  2-Mandatory Contract

Contract #:  36501-50

Effective Date: Fri, 1 Oct, 2004
Contract Link:

ETA (Days): 14
Manufacturer Name:
P-Cards Accepted:
Service Areas:  ALL
Small Business: [
Minority Owned Busingss: [
Woman Owned Business: [

GEMERAL
AMER

Floor buffer, single speed 17in dismeter brush, 1 ... $534.2SUUUUSD / each

Add to Cart

Supplier:  MATIOMAL SUPPLY COMPANY Floar buffer, single speed 17in diameter brush, 1.5hp, 175rpm Add to Favorites ™
Supplier Part #: 00021 General Model KC16D Wa, zone F

Contract Type:  2-Mandatory Contract

Contract #:  36501-50

— — — —
H Add ltems =]
Add Items
Add Accounting Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.
Details How To Screen Details
Checkaut

To return to the MAIN screen to conduct a search for ALL brush types, click either
the RESET button OR the lock next to the supplier field.
As you can see, the screen returns close to 11,000 items!
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To see which brushes might be on a mandatory contract, select “2-Mandatory
contract” under the search option “Contract type”.

The system returns 50 items:

H Add ltems =]
add Items
Add Accounting Add items to your requisition from the catalog or from your favorites groups, You can also enter details for non-catalog items.
Details How To Screen Details
Checkout
.
B Keywords: brush Options ™

Contract Type: Iz—mandatnr\; contract (SD);IEI
Options for type: KEYWORDS

voutece [ pressure: [
TVPE: 7 kevworos: [
operaTiON: [ | waterlal: [
operaTi: [ | USE: ]
SIZE: 1 SUE: ]
kevworo: [ |

50 items found Show Results: |20 per page _« view By: |Category ;I |Deta\|s ;I

Page |1 =

50 items found in: Cleaning Equipment and Supplies > Janitorial equiprment = Floor machines and accessories > Floor polishers

Eloor buffer, single speed 20in dismeter brush, 1 ... [l$553.08000USD / Bach
Supplier:  NATIONAL SUPPLY COMPAMNY
Supplier Part #: 00030
Contract Type:  2-Mandatory Contract
Contract #:  356501-50
Effective Date: Fri, 1 Oct, 2004
Contract Link:

ETA (Days)y: 14
Manufacturer Name: GEMERAL
P-Cards Accepted: AMEX
Service Areas:  ALL
Small Busingss: [

Minority Owned Business: |
Woman Owned Business: [

FLOOR BUFFER, 2- SPEED, LOW RPM, 20-INCH DIAMETER ... [Flt632.83000UsSD / Each
Supplier:  PULLMAN HOLT CORPORATION
Supplier Part #: 00040 HE. - 1.5, REM - 100/320, Pulman-Holt Model #: DS20F w/ drive

Contract Type:  2-Mandatory Contract brush #B100194; ZONES &, B, C, D, E, F
Contract #;  26501-50

Effective Date: _Fri, 1 Oct, 2004

General Model KC20 Va4, zones A4, B, C, D, E

Floor buffer, single speed 20in diameter brush, 1.5hp, 175rpm Add to Favorites™

FLOOR BUFFER, 2- SPEED, LOW RPM, 20-INCH DIAMETER BRUSH, Add to Fawvorites™

Suppose you want to see ALL suppliers who have catalogs for brushes. Unlock

the Contract type field. Change your “View By” field from category (as shown
above), to ‘Supplier’ (as shown below).
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When the screen returns various categories according to your search options, pay

attention to t

he blue bars that separate the items. There may be instances when

you will want to click on the options within these blue bars to refine your search

even further!

w \“- PR11EF00: Untited FRgsEEnn

Mems: 0 Total: §0.00000LSD ,m‘.‘mm |

B Add fems
add fene in your moustnn from e catsing or rom wour fayorkes gmips, You can akn anter dakalks for norecataiog items
Howw T GEresn etk
Coryiract - Sdecr - (2 choipess =
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1,440 riwme found Wiira Bl -rl: -:;;.-;.‘ El ;:H;l.-l.h. EI

B e fowid e Appaned e LugQede ol Persdal Care Frecucls » ughege ard NardDiags and packs and Caeds > BuGiimes Casae > ALLDDRES  FHra '

T EAn2OOOMISh f mach

Tufrde Softouch vingl Aftache, Rlark

CONLact Tygs:
Contract &;
Effartive Date
Contract Link:
ET4 (Dawsy: 1

Harwfaotrer Mo STERCD

P-Caris ACDEplinll  ANMER VISAINMS TERCARD, DISC OWER
ERmEe drasn

Sral Busingos) B

Mnomy Crred Ousnems:

Woman Qwred Busness;

F$108. 6500050 each

Arcond 2000 Grand Lade Attache, Sinch Daeg, Black Bl ko Favcritis™

Supgher: T =
Suppher Part #: SPALESOOTS
Contract Tyos; 98
Contract :
Effactivs Date:
-
Contract Link:
ETéA (Dagsh: 1
HarwFachrar Mame  SAMSDNITE
P-Lards acoepted;  AMER Y[S4:MeS TERCARD:CISC IVER
SEnsice Araas
Erral Rumirmen:  F
HEr e B e niEess
oeon Oanod m

Notice the drop in the total count!

E

Add Title

Add [tems

add accounting
Details

Checkout

Type:
54 jtems found Show Results: |20 per page ;I view By: |Category ;I |Deta\|5 ;I

Items: 0 Tatal: $0.00000USD

E Addltems -

add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.

How To Screen Details

cearch In: Entire Catalog » Apparel and Luggage and Personal Care Products » Luggage and handbags and packs and Create Non-Catalog Item
. cases > Business cases » Attaches
-set Options ™

Keywords:
it - Select - {2 choices) »

page [1 =] »

54 items found in: Apparel and Luggage and Personal Care Products » Luggage and handbags and packs and cases » Business cases > Attaches

Tufide Softouch Vinyl Attache, Black £60,20000USD ¢ each
Supplier:  THE OFFICE PLACE INC Tufide Softouch Vinyl attache, Black Add to Favorites™

Supplier Part #: STBP21112
Contract Type: 93

Cantract #:

Effective Date:

Contract Link: 2]

ETA (Daysy 1

Manufacturer Name: STEBCO
P-Cards Accepted: AMEX;WISA;MASTERCARD;DISCOVER
Service Areas:

Small Business: ¥

Minority Owned Business: [
Woman Owned Business: [

Accord 2000 Grand Luxe sttache, Sinch Deep, Black $IUS‘ESUUUU5D / each
Supplier:  THE OFFICE PLACE INC Accord 2000 Grand Luxe Attache, Sinch Deep, Black Add to Favorites™

Supplier Part #: SML5B0375
Contract Type: 99




